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Introduction

Welcome everyone —

@ . Explain the logistics of the training facility outlined in the Training
Tb D/O Facility Information sheet for the location.

Advise:

parking requirements
restroom locations
emergency exits
back door
participant lounge

*D:oﬂ‘f cell phones

(0%(‘1*! Go over:
schedule for breaks

general timing of the training activities.

2 Instructor —Ask how many students have used Microsoft Windows.
(This is to help you assess your speed and coverage of windows
related concepts e.g. drilling down menus, folders etc.)



Course Objectives
At the end of this course you will be able to:

= Log on/log off HRMS

= Use different HRMS screen elements

Describe the organization of functional areas in HRMS

Understand the different types of HRMS fields

Customize the appearance of HRMS

Describe HRMS system messages
= Access and navigate in OLQR

= Understand how to access and run HRMS reports

l-.- " r|..I. =3 .,,l.

Instructor —Benefits of taking this course allows the end user
to see the system and have hands-on experience prior to
taking the functional training courses.




HRMS Training Materials and Tools

the HRMS Basics &
Reporting course

A copy has been
provided to you

Desgned to provide
with actwvities that wi
help solicfy your
understanding of
conceplts learmed in the
course and aso provide
you with an opportunity
to use HRMS

v-m—./

oy

.

-

A binder of 41 job aids is

availatle during class
fime. You can print a
copy

' Onine Quick
Reference (OLQR)

On-ine help procadures
that provide step-hy-step
instructions designed to
help you complete tasks
in HRMS

This is an onine
resource available 24/7.

purpose of this training course only.

v The training guide can be used as a user guide after the
course is completed. It can be printed from the Training page
on the customer support web page.

Instructor — Explain the limitations of the training database. For
example, participants are not using data from their agency.

v'Additionally, names and scenarios have been created for the



Job Aids

The following job aids are available to you and
are applicable to HRMS Basics:

» HRMS Basics  |HR S s
= Accessing HRMS

* General Reporting

1

Accessing HRMS

[T 5 v St vimns 4 W -
LA el
"l

Inquirer Roles

Supervisor Roles

... 0 e 1 4 o

m hitp://www.dop.wa.gov/HRMS/CustomerSupport/Training

Instructor — Please refer to these job aids and point out what
you can find on each one.

While you are in class, you can review the job aids found in
the binder on your desk. These binders are to remain in
the classroom.



End User Roles

HRMS end user roles determine what activities can be
performed when using the system; what part of the system a
user has access to; and what training end users need to
perform their new roles successfully.

The below was taken from the HRMS Centralized Role
Definition Handbook

= During the HRMS Role Definition Workshops, a “role”
was defined as a major grouping of activities that reflect
a specific aspect of a person's job.

= While a role may have several activities aligned to it, an
activity can only be aligned with one role.

= A person may be assigned one or more roles, and roles
can be assigned to one or more persons.

Instructor — Remind participants that a role is not a position
description or a Classification Questionnaire (CQ).

Ask if participants know what role they are assigned to. If they
wish to know their role, they will need to check with their agency
HR Office or Change Agent.

v" Agencies have “mapped” end users to roles based on their
business processes, resources, and size of organization.

v' A person may be assigned more than one role. For example, an
end user from a small agency-may have more than one role for the
agency. In this case, the same person may be both the Time
Management Inquirer and Payroll Inquirer.

v" The amount of information you can view is determined by your
agency structure. For example, in one agency the Personnel
Administration Processor may view employee data from all agency
departments, while in another agency the Personnel Administration
Processor can only view data for one department.



Launching HRMS




Logon Information

= Before you begin working with HRMS, you must log on to the
system. To log on to HRMS, you need a user ID and
password.

= |n order to secure HRMS from unauthorized access, user IDs
and passwords are only provided to authorized users of the
system.

= User IDs and passwords are managed at the agency level.

* Questions and concerns regarding passwords can be
directed to agency userlD administrators.

Instructor — Ask participants NOT log into the system yet, as
they will be doing this as an activity at the end of the section.

v' Each agency has at least one Security Administrator, if there are
problems with a user’s ID or password, the Agency Security
Administrator should contact the ISD Help Desk- 360-664-6400.




Logon Procedures

* Locate and double-click on
the p '(SAP Logon icon)

=2 uspnnil

= Highlight the server

description applicable to your

agency and click  Legon

(Log On)
OR

» Double-click on the server

description to launch
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v" For some of you, you will have both the SAP Logon icon and the
SAP Logon Pad - choose either one.



1"
Logon Procedures (con’t) I‘ Syt
ex

¢ e
There are four fields on the SAP SAP
Logon screen. Three are required. T
= Enter the Client (number) e —
= Enter your User (id) : |
User
* Enter your Password Password  [seeresereses
= The Language field defaults R s £ Lanquage |
to English & — B
*» Click €& (Enter) or press S'I‘P EASY RUCRES
Enter on your keyboard. DEE B[]
P [ Favontes  par p—
n = = 3 SAP menu —
Note: If you are a single sign b O omce
on agency you bypass logging N T o camgoreass.
in and go directly to the SAP b C3 Accounting »
easy access screen. T e A_
¢ 2 Tools ‘5’

m 2 =k
R

v The Client number is a three digit number. This will default if you
have access to only one client. If you have access to multiple clients
you will need to type in the client number.

v Client number, User ID and Password will be distributed by your
agency.

v The asterisks in the Password field will not go away when you type
your password so that others cannot view it.

v Leave the language field blank. English is the only available
language, therefore, the system defaults to English. (If you attempt to
enter something other than EN you will receive an error message.)

v' Tip: If you mistakenly type something wrong into any of these fields

you will receive an error message. When you fix the error make sure
to retype your password every time. Your password is not retained in
the password field.

@ Mame or password is incorrect (repeat logon)
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Accessing HRMS through Web Access

* To access the HRMS Portal, open Internet Explorer from
your desktop and type in the web address in the address
field https://wahrms.wa.gov

£ Ny Address  Wasvngiao SIstes | Sevan Ressurcs Masagarmst Spteces - Wiscows beivroet {eplersr

B DM e Ppate  Jel b

T At W S P e X

| Lmigopee St bevies Wy Cave
arze Uy e stowutes 0 Lrea Seeeet

Wy Aadwes
il .

e R T - J
g -
© Ny Asmreae :
+ Uvmguncy Comaz: SAP NetWeaver”
+ Dot tacwy . -

Agency's access
the portal
differently. Your
agency access
may look different o -
than this example. :

4

l... “ NI..— .,.l.

Instructor — This review of Web Access is intended to show users
a another way some employee access SAP. It provides users
a general feel of what HRMS Portal looks like. Each agency is
different on how they will be accessing the HRMS Portal.

Before accessing SAP you need to pass The HRMS Portal complies to the same
through and log on to the HRMS Portal. password restraints as SAP.

TSAR NetWeaawer Partal  Windews Wfer oot xphuoer
a o W e e i e o et - by X s~

De LRt Sem Ppovse locke b

Your password must be at least 8 and no mare thar
10 characters. It is case sensitive and must include
at least one letter, one number, and one special
symbol, such as * @ # 5.

R A Pt [ o v rdsge - ) Toek -

Welcome o washington State’s Human Resource Management Systems

HRMS PORTAL 7.0 D Pazsword has expired
Tha = & secon mpdcaton snd sedable ool ts
Pk State stetzyees 9] Change Password

ez . | userip 20015708

o | 01d Pas=word [ |
| Hew Password [ |

Lagen Prosmen’ Gwt Lagut

| Confirm Password [ |

| Change || Cancel |

HR  copyphight June 2005

@ retmw Lo -
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Changing Passwords

As part of the security process, when you first log on to in
HRMS, the system prompts you to change your password.

A generic password is given to you the first time you access
HRMS. When you log on for the first time, you need to
change that password.

Passwords protect the system against
unauthorized access, therefore, it is
important to keep your password
confidential.

Passwords must be changed every
90 days or they will expire.

I... va....l.a;

Instructor — Department of Personnel’s password standards are to be
changed every 90 days.




Changing Passwords (con’t)

- TO change your r T — Teaeverersesreens .'."-'.';;;2;.i-’-".'-'.‘-';‘-';-"-‘.'-.1

all of the fields on the |
SAP Log on screen
then

New pas:

or

2. Press the F5key on
your keyboard to z
access the New
password box : -

HR :
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Changing Passwords (con’t)

2. Inthe New password field,

enter your New password
Important Guidelines: Your
password must be 8 characters. It
must contain at least one capital

3. Inthe Repeat password
field, re-enter your New

passw-rord letter (A-Z), one numerical character
4. Click ¥ (Enter) (0-9), and one symbol (e.g. $%"&).
| [EEG &
Newpassmrd A AR R AR AR AR AR AR AR R AR R R R R R R R R AR RS
Repea[password A AR R A S R A R A R R R R R R A RS EE SRR RS R R R R EE S

H Entry Is Case-Sensitive

[vi[]

Additional Information:

v' The asterisks in the New Password and Repeat Password fields
default when you type your password so that others can not view it.
They will not disappear when typing in the field.

v If you forget your password, follow your agency’s process for
having password reset such as contacting your internal Help Desk
or IT Staff.

v" You are allowed three (3) failed attempts before your userID is
locked.

v HRMS remembers the last 5 passwords used to prevent them from
being re-used.
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Log Off Procedures

There are three different ways to log off HRMS.

Click the X = On the top right corner of the window, click the X
button # button.

Usethe | . '-From the Menu bar, select System. Scroll down
= ) ‘and select Log off. The Menu bar will be
& U B

v" When logging off, you are prompted with a dialog box that reads
‘Unsaved data will be lost. Do you still want to Logoff?’. The dialog
box provides you with a Yes or No option. This is to verify that you
intend to log off HRMS.

v' The Exit button is also known as the Log off button. If you place the
mouse over the Exit button, the words “Log off” will display




Automatic Log Off

= |f the system is left
idle with no user -
input, the system will
time out and a pop- 6 RPD: a0 logout (masmie user ide time exceeded)
up message will Reconnect to system f required
appear. Do you want to see the detalled error description?

= The standard idle o

time for is set at 30
minutes.

= To begin work in the
system again, log in.

l»- ) !,!I.L
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HRMS Activity

Log on and Log off HRMS
Activity Packet - Page 4

18




Review

1. Identify the required fields on the SAP Logon screen.

nguage fie!

2. How do you access the New Password pop-up box?

3. What determines your access to HRMS?

19

Instructor: Allow the class time write out the answers

Answers:
Question 1:
a. Client
b. User
c. Password
» The Language field defaults to English if left blank.
Question 2:

* You can access the New password pop-up box by clicking
the box (new password) or pressing F5 key.

Question 3:

= |Ds and Passwords are assigned at the agency level. You
can access your information based on the role you are
mapped to.

@ Before we move on?



HRMS Screen Elements

20
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HRMS Screen Elements

Command ¥&
Heow L4t Swweeme Extge Spetan thb ‘
Field i o cAn DR OTND M 6

SAP Easy Access

b QO Faomel
= S35A° peru :
v Comce -

RS Application SRS Standard
i U»me, T lb = B—— ] T |b =
e | OO/Dar "h__ oolpar

+ T edormagon Syl

m 1 1 TRIO 1) (1o 3] SEVEeRaPECE OV |
.. -

Instructor — Identify where these are and that we will go into greater detalil
later in the course.

Reference HRMS Basics job aid Accessing HRMS.
Main body — located beneath the Application Toolbar.
Menu bar — located at the top of the screen.

Standard Toolbar — located directly below the Menu bar.
Title bar — located below the Standard Toolbar.

Application Toolbar — located below the Title bar. Sometimes referred to as the
Function Toolbar.

Status bar — located at the bottom of the screen under the Main body.

v
v
v
v
v
v

AN

Command field — located on the Standard Toolbar.
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Menu Bar

The Menu bar is located at the top of the screen. When
clicked, a drop-down menu appears prompting the user

to select an option. =
Menu Edit Favorites Extras Sislem uel: '

Menu Used to access the user menu and HRMS menu.
Edit Used to execute a transaction in a current or new window or
create a shortcut on your desktop.
Favorites | Used to maintain a list of your commonly used transactions.
xtras | U ion and set various system




Standard Toolbar Buttons #

Enter The Enter button validates that required fields have
button been entered before continuing to the next infotype.
Save ©n | The Save button stores changes in the system.
button R

Back @ | The Back button navigates to the last page you were

button on pnor tothe transaetion you areeurrenﬁy in.




Standard Toolbar Buttons =

Print button The Print button allows you to print the data displayed on
your screen,

Find/Find An an | The Find buttons allow you to find specific words within the

Next buttons | R4 A4 | screen you are currently on.

ThePageUplDown bmalmywtonavbahpmby

v" Shortcuts will not work until you are logged on to HRMS. Should
you attempt to launch a shortcut key prior to logging on, you are
prompted to log on to HRMS. This is to maintain security.




Title Bar =

= The Title Bar W =
shows the title of g~ =18 Sal CHE S508 B oS
the current | SAP Easy Access < = THa T

iy ¢ (i e par

screen you are  DESTERL]-
working in. It
also displays
infotype and
report names.

= This example
illustrates that
you are working
in the SAP Easy
Access screen.




Application Toolbar %

User o The User Menu button is specific to you when logged on HRMS.
Menu | [@Al | From the User Menu, you can create a Favorites list consisting of the
: transactions, reports, and web addresses you use frequently.

The Standard Menu button shows a complete overview of HRMS. You
can see transactions for all modules/roles; however, you only have
ammmnmlnwummm

v' The Application Toolbar contains buttons related to a specific
system task or transaction.

v" The buttons on the Application Toolbar change as you move from
screen to screen. This toolbar is sometimes referred to as the
Function Toolbar.




SAP Menu Tree =

Favorites Menu
Tree

SAP Menu Tree

L ————
! &7 1) i W sneePEcs (w1 |
T TEESSSSS—S————




Main Body

@ HWSow 0EE onoa OF o8

* The Main body
is the largest =
part of the g
screen. =

= The Main body

changes from a
water view to
the screen view
once a
transaction is
entered in the
command field.

HR -




Status Bar

The Status Bar displays at the bottom of the screen. This is
where system messages are displayed. Examples of system
messages are: Error, Warning, Information.

Toggle button displays/hides the information
on right side of the Status Bar

|

1 Entry i 100 fong for he fekd , L [PA2D Bl sswdbhrtecc [INS |
Displays messages: Displays the current
o s system and database
) I
¥ Warnings Displays Insert (INS)
v Informational or Overtype (OVR)
mode

Vow o Nawvrugew
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v' The Overtype (OVR) mode is when you type over characters in a
field.

v" The Insert (INS) mode is when you can insert characters in a field.

v' These two functions work like they do in Microsoft Word.

v" You select these modes from your keyboard by toggling the “Ins”
key.

Instructor — We will cover system messages in more
detail at the end of this course.




30
Let’s Revlew! :
e o e i .‘""Q\ CH®R c' il Q'u W

] = A
'dentify the SAP Easy Access
name for the DE 887 2
highlighted item —
and fill in your

course guide.

TP (1) (T B | SSVEEMIDECE  OVR

Allow the class time to write out the answers to the
review questions before displaying/discussing the
answers.

Answers:

What questions do you have before we move on to the
next topic?



Content Organization
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Key Terms *

Key Terms that you will use and become familiar with in HRMS Basics.

Transaction A process that an end user performs to complete a business task,
such as displaying employee information.

Each transaction is assigned a transaction code

Transaction Code A code that provides end users access to the initial screen of a

transaction, or specific area of HRMS to view business related
information andlor to perform business related tasks (based on

assigned roles).
Infotype Saoomvmhln atransaeﬂonlnmdv spadﬁe alhrla hanmod

v" Only one employee may access an employee record to perform
maintenance. The second employee will have display access only
but will indicate it is being modified by another user.

v' Examples of transaction are:
v" Running a report
v/ Creating a new position
v" Updating an employee’s address




HRMS Content Organization
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Transaction (folders) Ve /\‘/\/1 Infotype (documents)
Display HR Master Data ' o Personal Data (0002
(PA20) ,/ NS y bkl

~ /
>/

Functional Areas (drawers)

» Payroll

+ Personnel Management

« Time Management

« Org. Management

This picture illustrates how content is organized in HRMS.

v' Look at HRMS as a filing system where HRMS is the file cabinet.

v' The drawers of the file cabinet are different functional areas (e.g.
Personnel Management).

v" The file folders are the different transactions that an end user can
perform (e.g. Display HR Master Data — PA20).

v' The documents in a particular file folder are the infotypes that allow
an end user to complete a transaction e.g. (Personal Data infotype
0002).




SAP/HRMS Menu
The menu consists of seven ."3}\,,,, B Fuwsins Eibpe Syiem [ e
folders. Each folder covers a @ = sancon oW
different aspect of business. SAP Easy Access

] S I
The Human Resources folder chh:m L)

has six folders. Each folder is = €3 34P mervs

SAP/HRMS Menu Tree
associated to a different BRporen

& 03 Cross-Appicfid cer
functional area. > O g
. ¥ €3 Human Resourtes
For employee security, access /S PIPHOT - Manager's N
. el 3 ¥ 3 Personne! Maragesent
to transactions within folders is b 3 Tma Managemser
. . ¥ O Payos
determined by role assignment. b 03 SAP Learnng Sokon
P O Yraning and Event Managemsn
For example, a Personnel ’ E:J:qm:tzmonulr:.rmtm
. s ' ' b O informaton System
Administration Inquirer I3 Ipomation Systens
b 0 vools

receives access to
transactions in the Personnel
Management folder.

m [ TSESSION_MANAGER Bif | sovdthrtosc | 95 |
bow ol Mawwrh =

v" While SAP is an enterprise package, it encompasses other
business functions besides HR and payroll. While we are not
utilizing all these functions at this time, they are available for future
upgrades.

v' SAP — Systems Applications & Products in Data Processing
v HRMS — Human Resource Management System

v' The State of Washington has purchased the Human Resource
package within the SAP Menu. This package consists of 6
functional areas in which we hire and pay an employee.

v" Note: There are other agencies who have purchased an additional
component of SAP. The Department of Fish & Wildlife has
purchased the Accounting package. Health Care Authority will be
using SAP for their Benefits package. The State of Washington
may look into purchasing this in the future.



HRMS Menu

Personnel Management

Personnel Administration Inquirer, Personnel Administration
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b (3 Personnel Management
b (3 Time Management

HRMS roles are categorized into four major ¢ (3 payroil
functional areas. This table identifies the b O Organizational Management
areas that roles can access.

Processor, Personnel Administration Supervisor, Payroll
Inquirer, Payroll Processor, Payroll Supervisor, Payroll
Analyst, Payroll Supervisor. Garnishment Administrator,
Time and Attendance Processor, Time and Attendance
Supervisor, Time and Attendance Inquirer, Organizational
Management Processor

Time Management Time and Attendance Procassor, Time and Attendance
Supervisor, Time and Attendance Inquirer
Payroll Payroll Processor, Payroll Analyst. Payroll Supervisor,

Paymu lﬂqﬂﬁrheamishmemMnmistmor Time and

v' The employee’s mapped position determines what role is assigned
and the level of HRMS access available. The role is based on the
typical duties the employee performs.

v/ This means that while some people within the organization will
have access to certain HRMS transactions (such as hiring an
employee), others only have the ability to view the information that
is entered while hiring an employee.

v Roles verify that the appropriate people have access to viewing
and changing information — securing the system.

é Question:

— Who knows what role(s) they will have in HRMS?




Review

1. Identify the four major folders on the HRMS menu.

C. ‘ Master Data

2. True or False?
HRMS allows for two end-users to update the same
employee record simultaneously?

False |

Iu— .‘I!.J.

Allow the class time to write out the answers to the review
guestions before displaying/discussing the answers.

Answers:

» Question 1: Personnel Management, Payroll, Time
Management, and Organizational Management are the
four major folders on the HRMS menu.

= Question 2. FALSE

What questions do you have before we move on?
> —



Basic Navigation
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Accessing Transactions

= A transaction is a set of O ——
processes used to SAP Easy Access
complete a business task, | BEISETTIEED
such as viewing employee
information.

SAP/HRMS Menu Tree

— ‘
. | ——

= There are two ways to
¥ £ Human Rescurtes
2 PPMDT - Managers Desktop

access transactions in * C3Personnel Managesent
HRMS » (3 Tme Managemens

¥ CPayrok

b (3 SAP Learmng Sokmon

= HRMS menu (SAP menu) y g;mg ety

or # O imomation System
¥ 3 intormation Systems

= Command Field ¢ O vooh

U T SESSION_MANAGER Bl | sovdthiecc | TS |




SAP/IHRMS Menu Tree

The HRMS menu on the SAP G"w,, it _Eomien_Esim_Spoem_thl

Easy Access screen allows you |& 13 TQe O@
to navigate to transactions SAP Easy Access

within HRMS. QEII@D:]I—E]

Each transaction in HRMS is G

assigned a transaction code.
These codes provide you
access to a transaction's initial
screen.

Transaction codes can be
initiated by double clicking a
folder until the "cubes” display
indicating transactions. This is
called the ‘drill-down’ method.

y ' ﬂEI ALDONE
20 - MEntam r
+ Displary HR Master
10 - Persannel Flle Data
Transactions

[ SESSION_MANAGER a sovibitace | INS |

m

Instructor: Refer to Job Aids, Supervisor Roles and
Inquirer Roles




Command Field Navigation

The Command field is located
on the Standard Toolbar.
Use the Command field to
access transactions directly
using transaction codes.

Each HRMS transaction is
assigned a transaction code.
These codes provide you
access to a transaction's
initial screen.

Type PA20 (Display HR Master
Data) in the command field to
access employee data.

Click J@Enter)

40

(0

5?17?' Bt Failes
G AL S el
@

‘SA Easy Access

SEETY
Command Field =

DS NEE]
= $3 S4P mery

v 3 omce

b [ Cross-Apphcanon Components

P O Logrstics

b 03 accountng

b 3 Human Resources

¥ 7 information Systems

b 3 Tools

UTSESSIN MANAGER B sovdthrtecc (16T 7

v

Instructor: You will learn about specific transaction codes
in the functional training courses.
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Command Field Navigation (con’t)

The Command field has a
toggle feature which can
hide or unhide the field.

To hide the Command field,
click the small white arrow
just outside of the Command
field box.

Do the same to unhide the
Command field.




Command Field Navigation (con’t)

= To navigate to another transaction from the transaction you are
currently in, type /n followed by the desired transaction code in
the Command field.

= /n closes the transaction you are currently in and opens another
one.

= Caution - save changed data prior to going to a another transaction
when using this function as any unsaved data will be lost,

» |f you access another transaction using “/n” you cannot return to
your original transaction by using the Back button. Using the Back
button, will return you to the SAP Easy Access screen and unsaved

data is lost.
=
__HBR master data Edit Goto Extras Utilities Seftings System Help
& /o0 1 dHeee UERE DL

l..- I.‘ ~....I - .L
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v" In closes the transaction you are currently in and opens another
one.

v/ Save changed data prior to going to another transaction
using this function. Unsaved data will be lost.

v' Tip to remember: N = New




Command Field Navigation (con’t)

= To keep a transaction open that you are working in, and open
another session click the New Session button [}, This opens
another session without ending the current transaction you are
working in.

* You can also open a new session by typing /o followed by the
transaction code in the Command field.

= You can toggle between opened transactions to view data. You

can have up to six (6) transactions open at once.

=
HR master data Edit Goto Extrgs Utilities Seftings System Help

| & o0 T il eee CHW nnon 0@ |

Vow o Nawvruew

v" A new session works the same way as opening a new Word
document. In Word, you can open two word documents and
navigate between the two documents simultaneously. In HRMS,
opening a new session works the same way. For example you
may want to see an employee’s Bank Details (0009) and
Recurring Payment and Deductions (0014) at the same time. To
do this, open one session to view Bank Details (0009) and
another to view Recurring Payments and Deductions (0014).

v If you are using the WEB Gui to access HRMS, you can only
have one session open at a time. Opening another browser
window will not allow you to log into another session.

v" You cannot have 2 windows open to “maintain” or edit employee’s
records. However you may have one in “display” mode and the
other in “maintain” mode.

v' Tip to remember: O = Open




HRMS Activity

Navigating using the HRMS Menu
Activity - Page 5

44




Personnel Numbers

45
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Personnel Number

Once you enter a transaction code you need to enter a
personnel number for an employee.

The personnel number:

v" is automatically assigned to an employee,

v allows for employees to have a unique identifier
other than the social security number.

v is generated during the new hire process.

v unless an employee is returning to state
employment.

v is sometimes referred to as a “prnr”.

v Is never repeated.

v' Concurrent Employment

v" During a Concurrent Employment action a Reference
Personnel Number is created.

v" A Concurrent Employment action is performed when an
employee in your personnel area works for two different
agencies.

v" OR if the employee works for the same agency and working
in two positions where one is salaried and the other is hourly.

v" Personnel Numbers

v" No personnel numbers are repeated - even those employees
who terminate from the State employment keep their
assigned personnel number.

v' If an employee works in multiple agencies, they will be
assigned one primary personnel number and a reference
number to maintain the employee records.

v" Be sure to check the Data Warehouse for employees who
have worked with the state in the past. Also, be sure to
always search for the employee in HRMS before creating a
new Personnel Number.
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Personnel Number Search

=
1 HE sl dats Ed1 Lr F\ Aktes  Zatw Sypaan Hak
Use transaction code PA20 | = e R SRS

1) Click on the (2l (Matchcode)  Dispiay HR Master Data
2) Click the | ST EQ‘

(Last name — First name) tab

3} ‘Enterihie smployee’s fost Note: You can search by Social Security

galm e and first name in the Numbers (SSN) by selecting the
elds ‘Personnel ID Number tab. Enter the

4) Click |¥ (Start Search) SSN in the ID field.

![F’ Parzonnel Number Q) o

To search for an employee by Social Security Numbers (SSN) select
the ‘Personnel ID Number’ tab. Enter the SSN in the ID field.

I_II?' Pergannel Mumber (1)

Personnel 10 Mumber

Pers. |0 modifier I:l

I number @| 585-55-5559
Perzonnel nurmber |:|
Start Date I:l
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Personnel Number Search (con’t)

[ Beraumnal bymber (1) 1 Entry i

5) The results will display, click on
the appropriate employee name F——m—e———ore—o-—wn————
(select the record of choice) L:n:a: Imst8 na_]'l?..rli: date [Pers.No. |Start Date |End Date
; ACKERSON SUE 19191960 40000186 11191960 1
6) Click [#l(Copy) to accept

Persannel no 40600186

Name  |ACKERSON SUE |

Persarea (2350 Dept of Labor & Industries EEGroup |0 Permanent

PSubarea [0HA| WFSE Agencywie EESubgroup (85 H-OT Elg>aDirsiwk  Status_ Active

I Note: The Personnel no. pop-up box may
7) Click QJ(Enter) to populate the list several names. If you are searching for

employee's information into the 3 ;ommon name such as, John, HRMS wiil

screen return a long list of names. To identify the
correct John, use the employee’s birth date
in the Start Date column to identify the

m correct record.
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Alternate Search Methods

Use this search method if the Social Security is all that is
known. Or in the case of a common name that will return
multiple results. (ex: Johnson)

Social Security Number

* In the Personnel no. field type =c.. followed by the
Social Security number (no dashes)

* For example type =¢..500101137 and click @
(Display) to view the employee’s record.

(L3
_ﬂl‘_‘@_rgnlwdﬂa__ﬁon lgolo Extras Utilties ac‘lmp System  Help
(4 D uH cae SN DDl
‘@] Display HR Master Data
Parsonnel no =c_.500101137
m Name ACKERSON SUE
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Alternate Search Methods (con’t)

Search by First Name
In the Personnel no. field type =.. followed by the first name
of the employee.
Example: The employee’s first name is George. Type
=..George and click_ (Display). A list of all employees
with the first name “George” will display.

Search by Last Name

In the Personnel no. field type = followed by the last name of

the employee.
Example: The employee’s last name is Ackerson. Type
=Smith and click [@‘(Display). A list of all employee with
the last name “Smith” will display.

Vow o Nawvruew

Another way to use Search by First Name (or Last Name) is to
type a portion of the name followed by an asterisk.

In this example, =..da* will display the following:

II:UF'ersonnel Mumber (1) 7 Entries found

// Organizational azzignment i Time Data Administrator Schec

=

M1 EE

Last na... |First na...|Ti...|Birth date |Pers.No. |start Date |[End Date

BABER DANIEL 0S/08/1953 40000244 09/09/1953 12/31/99593
DELECM  DANYA 01/01/1950 40000296 03/01/1965 12/31/9993
FLETCHER DAMIEL 05/21/1964 40000463 02/21/1964 12/31/9999
GREENE  DAVID 03/11/1974 40000248 03/11/1974 12/31/9993
KINGSLEY DAMA 03/26/1971 40000348 03/26/1971 12/31/9993
ROARK DAWID 12/05/1982 40000070 12/05/1982 12/31/9998

IWADSKD  DANUTA 1203171947 40000224 1243141947 12/31/9938




Alternate Search Methods (con’t)

Use an asterisk * as a Wildcard

If you know the first letter of the last name (or first name) but
are unsure of the correct spelling, type in the first letter or
two followed by an asterisk (*). A list of names starting with
these letters will be displayed.

Search by the middle part of a name
The wildcard (*) can be used in many different ways. At
the beginning of a name, at the end of the name, in the
middle of the name.

Examples: *ale = Dale, Gale, etc.
*u* = Sue, Julie, Justin, Nguyen
pete* = Peterson, Petes, Petersburg
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HRMS Activity

Searching for Personnel Numbers
Activity - Page 6
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Accessing Infotypes
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Navigating Infotypes

An infotype is a screen within a transaction in which employee information
is displayed or maintained.

Infotypes are organized under tabs. For example; the Addresses infotype
falls under the Basic Personal Data tab.

e text [Existz || | [Penod
lActions v 2 ®Penod
| |organzanonal Assignment v = Fom .

Personal Data v it OTodsy O Cun wisk

AdGresses _ v oA O Cutrent moeth

Pranned Warkeng Time v OFrom cur dato O Last week

! Basic Pay v Q

Contract Elements v A Tip:

2:‘;';;‘;";:;% v Use the Scroll arrows [« » ["glto
e | navigate through the all the tabs.
| Direct selsction - |

Infotype Use the scroll arrows to navigate the

lu— I !I.

list of infotypes. (I 141wl




Accessing Infotypes (con’t)

To access an infotype after you have entered the personnel number,
choose one of these methods:

Method # 1 - Click the gray box left of the desired infotype text

Method # 2 - Use Direct selection by typing in the specific infotype name
or number

Parsonal Data

type fext | e T

|| |Actions v 2| ®Penod
|_{organaatonal Assignment v = Fom | o |

Personal Data v OToday O Cum waek
| |Acoresses v QA O Cunant mordh
| _|Pranned Wariang Time v OFrom cur date O Last week

Basic Pay v 3 E
| lcontract Elements o Infotypes with a green checks next to
| [pate specitications v - themindicate (generally) that information
| [Famitymesstea person ~  has been stored. (The Time Recording
| Trergero — tab is an exception.)

irfotype 51|

w
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Accessing Infotypes (con’t)
Method # 1

Click on the gray box to the left of the infotype text and then select the &
(Display) icon to open the Personal Data infotype for that employee.

=
—i _HE master data Bdit Golo  Extas  LXidies
Infatype toxt &  tag ea
0z ™| Display HR Master Data
~ |Aadresses m:
Jﬂannea Working Time
Method # 2

Type the infotype number or name in the direction selection area and then select
the &y (Display) icon to open the Personal Data infotype for that employee.

56

s e =
fm,." i = 1@ moster s _Edt_Goto Exiran_Unies
‘ 7 IR 2 B <)
Ommet awtection ‘®= Di
r . — o > -|- Display HR Master Data
HR
TR
Tip:

For a list of infotype names and numbers, click the (matchcode)

button next to the infotype field .

- @

The list can be printed for reference. You can sort the columns

in ascending or descending order by clicking on the column
heading.




HRMS Activity

Navigating with Infotypes
Activity - Page 7
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Section Review

1. What are the two ways you can begin a
transaction?

Enter the transaction code in the Command field or,

drill down through the HRMS menu to HR Master Data.

2. Before you can access an infotype, you must
search and enter this?

Personnel number

3. What are two ways to select an infotype?

Type the infotype name or infotype number in the Direct
selection infotype field or click on the gray box to the left of
the infotype name then click the Display button.

58

Allow the class time to write out the answers to the review
guestions before displaying/discussing the answers.

Answers:

v" Question 1: Enter PA20 in the Command field or drill-
down to “HR Master Data” from the HRMS menu.

v" Question 2: You must search and enter a personnel
number to access an infotype.

v' Question 3: Type the infotype name or infotype
number in the Direction selection field or click on the
gray box to the left on infotype name then click the
Display button.

< - i What questions do you have before we move on?




Types of HRMS Fields
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Types of HRMS Fields

Afield is composed of a field name and field data. The field
name describes the field, while the field data provides specific
information that you either view or enter data.

=
HE mas evdma EM !:oto Emas 1mm.e; Senmgs sttem He_[p

£ T iH cQe Suk anans OB 9@
[_D_.J Display HR Master Data

Field Data




Types of HRMS Fields

1.

61

Active field is the field your cursor is |=

currently in. It changes as you move
from field to field. An Active field is
highlighted yeliow.

Default fields contain data

automatically. You may overwrite the | ¢

data.

Display Only fields provide
information and cannot be changed.
Display fields are grayed out.

Required fields must be populated
with valid data before moving on to
the next screen.

Optional fields are not necessary to
complete or to continue to the next

pioyge Bt Goto Edngs  Syctem  Help

- 18 Sue LiE cuan

screen. Your agency may require you
to complete some optional fields.

I ez J! .,l.

Create Actions (0000)

Active

Pars No

&an " RS Default
Acson Type Hew e
Reason for Action »

Display Only

Redermnce Pers. Nos.

Emgioymert Actrve 2
| Drgmiratisndt swirgrenent -

Posten e Required
PRrsanne ama
Emgeoyes group
Emgeoyes subgroup




Review

1. Circle the two fields not in HRMS.

Default field

Optional field
Required field
Active field

~pooow

Display Only field

©

2. What does this symbol represent? E’i b

62

Allow the class time to write out the answers to the
review questions before displaying/discussing the
answers.

Answers:
Question 1: b. add field and f. calculator field.
Question 2: Required field.

< = ) What questions do you have before we move on?




Customize HRMS
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HRMS Customization
HRMS can be customized to fit the
user’'s business needs.

The Local Layout button ® s
located on the Standard Toolbar.

Customize your screen layout by
customizing the appearance of
HRMS. (agency policy dictates)

Print a screenshot of what is currently
displayed.

Change how system messages are
displayed.

Activate the ‘Quick Cut and Paste’
option.




Local Layout Menu Options

1. Selecting New Visual Design customizes the appearance of HRMS:
» Color scheme
* Font Size
= Sound

2. Selecting Options changes the display of system messages:

» Select the Options tab (Scroll to the left using the aio] (scroll bar))

= |nthe Messages area, choose as desired

. ow el Dewgn
3. Select Hardcopy to make a screen print Set Colar 1 System
Chphoard

Ganmarate Graphie
Create Shemoy
Actieals QT

Scnpt Qevelopment Teols
SAP GLE Scppoing Help
Dofouk Size

Quuk Cut and Paste
Sped Chucher

m SAP GLI Help
i o e Aboue
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Reminder: The customer support page stores HRMS messages
previously distributed via email.

Under the Messages tab search for this communication (Information
Systems Communication — 11/26/08) to read specifics detailing how to
change the color theme.

Messages are archived to folders on the right side of this page
(approximately) every 90 days.

- et e Sy e

WML Mesaage Criniel

The Mores lmaie: s Baragarnerd Lotes Bhmsnags Coioe i miosbhue Aelated Linis

B Y
. —
i i R T LI T
- e et L L T e - -
. oo — e s
v PRe— veire

D e e T T T
P




1) Select the desired transaction or SAP Easy Access
infotype you want to add L _Ee Qs
2) Click and drag the selection to
the Favorites folder

Note: When using the click and drag
method, the menu path will not display in
the Favorites — only the transaction code
and name.
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Favorites Menu - Add to Favorites
,--» avrkes Extras  Syatem  Help
1) Select the desired transaction o
or infotype you want to add

Ssy cess
BES &R s

2) Click on the gl (Add to
Favorites) b

LA

Easy Access
F it o) E A

2 PA20 - Display

@ PA10 - Personnel File

2 PATO - Fast Entry

D PAAY - Fast erfry. Actions
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Favorites Menu - Organize

To add Sub-folders:

= Right-click on the Favorites folder
and select Insert folder.

= Create a folder name and click ¢
(Continue (Enter)).

To add Transaction codes:

= Right-click on the Favorites folder
and select Insert transaction.

= Enter the transaction code and
click & (Continue (Enter)).

|l- ! !!-

&
_ Menu Edt Eavorites  Extrgs  System  Help)

g Lo G o e

SAP Easy Access

v I Fawe
2t 3 SAF mel

BE Bl E&]2][~]-]

................

i 8 gm“ Delete all favortes
4 Tos5]

0 Logig Insen folder ‘
b (3 Accol Insen transaction

i Add other objects

COvUvOvOw
~
c
3
=

» 3 Tools
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Review

1. Which button is used to add a transaction to your
Favorites menu?

a.

& W &

2. What does the Local Layout button do?

Allows you to customize the appearance of HRMS.

Allow the class time to write out the answers to the review
questions before displaying/discussing the answers.

Answers:

Question 1: Answer is d. Use the Add to Favorites button
to add a transaction to your Favorites menu.

A — User menu
B — Standard menu
C — New Session

Question 2: Use the Customizing of local Layout button to
customize the appearance of HRMS.

= ; What questions do you have before we move on?



On-line Quick Reference
(OLQR)

70




7

On-line Quick Reference (OLQR)
http://win-shrweb.dis.wa.gov/olgr/nav/index.htm

m On-Line Quick Reference

Wetcoms 1 th Seate of Wasingtas BHMS Oulise talp Cortee!

Thwe O Lww Goon Rifwrwrcn (ULURD condmny emtckonid msonad |y falp sou swdion: 4oy duy b » 1he Matwe Resowce Mesapernnd Sywiem (HAME)
212 pprced by Aeactoes WAt samTh optone. and ot wacerces Cick the Adour lation o am T o how 1o L OLUR and Bces atrraion

¢ Quganizational Managament * MBS EspRiiy  sovars * Cuntemar Suupans

¢ Eaycoll ®rpcuzsing * deb Alda A2 *Carenrs Wek aiis

¢ Passsanel Adminsauation ¢ Gser Pracedutas A2 « EResruiting

* Lme Hanagement * Lmnieyes Seif Service

DAt Sstentiary, 8009 * MHMS Upgrade mpacts Mot Do S8 400s - o w——

is tool contains a glossary, job aids a-z, system and user
procedures that describe how to perform HRMS tasks
step-by-step and more.

lu— ul! .4.|.
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On-line Quick Reference (OLQR) (con’t)

"ﬁ On-Line Quick Reference

Home l Messages l Glossary I Contaet ' Abewt

Welcome to the State of Washingtoa HRMS OnLine Help Center!

Index Toolbar

= Home

* Messages

= Glossary - database of terms, field names, and definitions
= Contact — how to contact the ISD Help Desk

= About - information on navigating OLQR

l... JN‘—-I-A;




Accessing OLQR through the Web

* To access the OLQR, open Internet Explorer from your
desktop and type in the web address in the address field

http://win-shrweb.dis.wa.gov/olgr/nav/index.htm
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File Edit View Favorites Tools Help

e 4% | g8 state of Washington HRMS Online Help Center

m o

Before accessing SAP you need to pass
through and log on to the HRMS Portal.

De LRt Sen Ppovse Jocke b

Welcome 1o washington State’s Human Resource Management Systems

HRMS PORTAL 7.0

Tha = & seten mploaton snd sedable ool ts
Anksagion State argtiyees }

J €

Membaait

Lagen Prosmen’ Gwt Lagut

"
WO et Pt B o v rdsge - ) Toek -

Instructor — This review of Web Access is intended to show users
a another way some employee access SAP. It provides users
a general feel of what HRMS Portal looks like. Each agency is
different on how they will be accessing the HRMS Portal.

The HRMS Portal complies to the same
password restraints as SAP.

Your password must be at least 8 and no mare thar
10 characters. It is case sensitive and must include
at least one letter, one number, and one special
symbol, such as * @ # 5.

D Password has expired

Change Password
| userip 20015708
| oid Password [ |

| Hew Password [ |

| Confirm Password [ |

| Change || Cancel |

HR  copyphight June 2005



On-line Quick Reference

* The OLQR can also be found on the Customer Support

website under the Related Links column.

http://win-shrweb.dis.wa.qgov/olgr/nav/index.htm

m On-Line Quick Reference

/

Related Links

» HEUS Poyroll Caigndat
» PaviaviHolday Calender

74

Instructor:

v Explain that the Customer Support website contains a lot of the
same information that was found on the HRMS project website.
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Viewing User Procedures

» To access User Procedures A-Z select the hyperlink from
the Search Options are of the OLQR.
= Scroll through the list to identify the correct procedure
m On-Line Quick Reference

o I Rerrepes l Simvvery l Cavtunt l Abesst

Welcome b2 the S of Washingion MIMS Onlise Help Corter!

T On-L e Quicks Rafemecs (04 OR) contams yatvctanal conecas ts bl jou padonn Sap40-2o7 Lashe = (he Musam Ressets Masagret Systen (A5
1t ongaratnd by fomtuns mans sewth optorn e other sanees. Cich the Abuad Lution o feam mws o0 bew 1o uie OLOR avd cae svermaon

* Quganizaiiensl Mansgement v HHNS Seporix - sesste * Custeme: Jupgart
¢ Eaztall Pisensslng “ Jub Alds AL . -
+ Passsenel Adminiaizatian l » Wanr Pracadurus A l

¢ Time Manegement

e el = MAMS Upgiade Smpach

m 1 V] b b4
Vo 4 Mammr e = T et s S B TS i 44 B B

Other Formats

v" Cue Card - is the default that will come up when requesting
context sensitive help.

v" Quick Reference Flow will provide visual of how the process will
flow through HRMS and interactions with other processes.

v" Quick Reference contains all the steps you will need but not screen
shots. You can click on the links to view screenshots or field
definition tables.

v" Work Instruction are documents that say “source” after them are
word documents that can be saved into your computer and then
modifications can be made to them to incorporate your agency
business processes, additional notes you want to add such as
handoff information, timelines for when document should be
processed, etc.
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Saving OLQR Documents

OLQR Procedures may be l'-; On-Line Qllick Reteriscs
saved to your computer for —

future references.

LRt ' e ' o ' -

Work Instructien - Sewes
Cue Cond - HTML
Work Instruction - HTIL

1. Once the procedure
has been chosen,

Agrrtmn_Cnrs ond Viwen U

select the Source o B (Gck Releronce (Stop) - HIML
format listed under 2. T.______, v (oack Rerce i S|
Other Formats B
4—'1 oo S Pt Onimn 502
2. The File Downioad ST TR )
window will display. i Eeal
click Save icederizas e adin i T g

A e Bt et B et 7o e | e
s g e ¥ g —
—a e il

3. Rename the 1 =
document, select the -
destination and click 3.
Save

lu— ul! .4.|.

Instructor — When saving procedures, it is very important to check the
last revised date. Procedures are constantly changing and it is the
agency’s responsibility to update them.




Printing OLQR Documents

* Once the procedure has
been selected, right-click
anywhere within the
procedure

= Select Print

» Verify the print options,
click Print
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7 Siate of Washingten HAMS Ot ine Help Conter - Windows Intermet Explor

G: Yo B Mt fiwer hrveed &5, wa. grefuky fruwledes M
Fho [t Yew Fysores Jooks Meb
WOOT B ate of Washington HAMS Orking Help Center

Salect

Craate Sortas
At % Favortes,
Ve Socron

Accessing Job Alds on the OLQR
Procedure
Dxport o Motesft Rucel
1. Umng the inemst Exglorer, acosss the O
I Properses

230w ghrweb &

l'! On-Line Quick Reference |
— L e e— ) — ) e

1 ma gregly navindes




HRMS Activity

Accessing the On-line Quick Reference
Find It! - Page 8
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System Messages
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HRMS System Messages

Error messages*

Warning messages*
Information messages™
System Abend messages*
ZAlert messages

HRMS Message Center

*These are shown on the HRMS Basics Job Aid.

|... " n.I._. ,l.

80

Reference Job Aid
Explain preference in displaying messages:
v" Dialog box at warning
v" Dialog box at error
v" Dialog box at success
v

Or message at bottom of the screen.




Error Messages

Error messages indicate a required entry has not been made.

= |f an error message appears, HRMS does not allow you to continue

until you correct the error.

= System messages are indicated with an icon that identifies the type of

message.

= The error message is indicated by a red stop sign. A red circle with an

“X" appears on the status bar.

[Emor

Note: To resolve
an error message
you need to verify
that all required

fields are entered.

If not, you need to
complete these
fields to move
forward.

81




Warning Messages ”

You receive a warning message when HRMS detects a possible
error.

« \erify that everything has been entered correctly, press Enter and
continue with your work.

* The warning message is indicated by a yellow circle with an
exclamation point that appears in a pop-up box and on the status bar

I@' Exit current screen &3]

Data will be lost.

(@ Do you still want to exit
the current screen?

[ Yes No j

I I.. fI l.

Vow o awvruge

v"You should click through yellow warning messages until you get a
message (green) to save your entries. Don’t go directly to Save as
these messages mean something.

v" DOP recommends that you read and (enter) through warning
messages and not go directly to the save button.

v' Reading the message is critical to you understanding how the
system works and increases your performance by avoiding
mistakes.




Information Messages ”

Once you complete a process, HRMS displays an information
message verifying the task is complete.

= Information messages are meant to inform and do not require any
further action other than to acknowledge the message prior to
saving.

e

= The information message is indicated by a blue circle with a white
pop-up box and by the Enter button in the status bar.

l!nforrnallon &




System Abend Messages

= System abend messages
indicate a problem with
hardware or HRMS,

= The message can be found in
the status bar which is
located at the bottom of the
HRMS screen.

= These problems are generally
out of your control to correct.
In this case contact your
agency Helpdesk/agency
system administrator or
ISD Helpdesk.

ABAP runtime errors
T
EERRT_S00_EMounn_remo
Starfan on 13747200 e 'R

oo Bhart suap bas refl el taapiEthly stared 1106 e g

INterndt arrer 100 11118 aebiry Tod R0 octérmal sect

WAt Aaspenee’

Thve wyurrant SEEP progrem nod 3 be terminated Bersse the

ASA gracessnr GeTocTad 0 tatarral tysies ecvar

The cerrect ARAP progres “SAPLERM " had 10 Be tersirated tecouss tae AESF
DOSYEIT TIcovered a0 TaralaE pyetes state

Wt o pre et

M & sele oF The aCtions and (egaf ehiich Cazned Lhe Mrir
10 FR8ai o0 Thé pro0len, COTLACE yoor SAP Spdlas ORSRIECE U100
P00 C% wak L ardaction STIL (ARAF Dusg Aralysisn) te wiee and aduinister

TOrNIATLIE0 ROS0S00S, aect ity LhOIC Doyond Taedr rerssl delotion
e

Note: Follow your Agency’s protocol when dealing with system and

hardware messages/errors, For example: Make a screen print of the

message, report problem to help desk, etc. If you receive a System
u Abend message stop working and contact your system administrator.

v" ABAP (Advanced Business Application Programming)




ZAlert System Messages

= Messages are sent by the
Customer Support unit and will
appear when logged into the

system or when first logging in. Note: ZAlerts will last up to 2

hours after being displayed.
= Messages will vary and may Once the message has expired
contain information regarding you will no longer see the
payroll pick-up or may direct message.
you to the HRMS Message
Center.
Attention

An important notice was added to the message screen.
To access, enter /oPA20 in the command field.

From the menu bar, click Help and select HRMS Help
In the pop-up security alert box, click OK

From the OLQR tool bar, click the messages button

I ez J! .,l.
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v’ Be sure to check the message center frequently, as you may miss
ZAlerts from earlier in the day.




HRMS Message Center

= When an issue or update needs to be communicated to HRMS
users, Customer Support transmits a ZAlert that instructs user to
access the HRMS message center for an update.

= Messages can be accessed through the Customer Support
website http://www.dop.wa.gov/hrms/CustomerSupport/messages
or through the OLQR.
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v" Old messages will be are saved in the archived files listed on the
same page.




Review

1. Match the picture with the correct HRMS system

message.
1. Error Message a (D}
2. Warning Message b. 0 '
3. Information Message c. D i

2. What does a system abend message indicate and
what should you do if you receive one?

A system abend message indicates a problem with hardware or
HRMS. If you receive a system abend message you should exit
out of HRMS and contact your system administrator.
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Allow the class time to write out the answers to the review
guestions before displaying/discussing the answers.

Answers:

= Question 1:
1. ¢
2. a
3. b

= Question 2: A System abend message indicates a
problem with hardware or HRMS. If you receive a
Systems abend message you should exit out of HRMS
and contact your system administrator.

What questions do you have before we move on to the next
topic?




Helpful Hints
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#1 Display transaction codes in HRMS *
Menu

__ Mwwi BdE Ewortes Estrgs  System  Hep

1. Onthe SAP Easy Access (& 0 e S
screen, from the Menu bar, ,i‘."’_!?is_g s
select Extras then Settings 2 & & LT S s

2. A pop-up box will appear,
click the Display technical This & Used to specily semings
names checkbox

T Dveplay faverins ot sl of st

3. Click the ! (Enter) button LIV oy s, A di b
i bt S Lonies g Sme b
in bottom left corner of ELT ‘1»-‘-' T ™ —
screen VREERIE soF sy Access
IR ]
O Fovammes
35 e
0 Some
1 D Cres-tprecancn Componerts
| DOkagreies
I O &cousteg
_'gmhf.h?-iumm
- ) Asrwrntraten
m B0 oottt

Instructor — The final results, when using the “drill-
down” method, the transaction codes will display.
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# 2 Displaying Infotype Number
1. From the Menu bar select l.:.'j s “ [ERRE S
Systems - User Profile > 3 e B
Own Data

2. Select the Parameters tab and
from the Parameter ID column t Grverane’
locate or input the entry: IR
HR_DISP_INFTY_NUM et T

="EN
3. Inthe Parameter Value K —
column enter an X = f:'*"'
e

4, Click [ (Save) to Save | “ e

=
Infotype Edit Goto Exiras SIstem[

& = Qe
Display Actions|{(0000) ’

l-.- " r|..I. =3 .,,l.

Instructor - Final results, the title bar now displays the
infotype number along with it's name. This is helpful when
contacting the ISD Helpdesk as they make as what screen you
are currently working in.

v" The example below show the title bar with and without the Infotype

number.
=
Infotype Edit Goto Extras  System  Help
@ 2 A0 eae |
Display Actions
VS.

=y
| Infotype Edit Goto Extras  Systerm  Help

l@ 1 0H e@e
Display Actions (0000)

To get the infotype numbers to display to the following:

Go to System — User Profile — Own Data. Select the Parameters tab.
Locate the Parameter ID named HR_DISP_INFTY_NUM, type the
letter X in the Parameter value field. Save.




# 3 Maintain Text in Infotypes
Allows you to create informational notes on infotypes.

The text can be edited and deleted by any user who has create/change
access to the infotype.

You can only have one message on an infotype, however you may add
several comments to that message.

Not all infotypes allow text to be entered.

Below is a partial list of infotypes that allow text:
= Org Assignment (0001) = Planned Working Time (0007)

» Basic Pay (0008) = Contract Elements (0016)

* Recurring Payments & Deductons (0014) | » Additional Payments (0015)

= Withholding Info {0210) » Additional Info (0234)
* Health Plans (0167) *'Savings Flans (0189)
* Miscellaneous Plans (0377) * General Benefits {0171)

lu- ul! .4.|.

9N

Refer to the procedure Infotype Message_Create (PA30) on the

OLQR




# 3 Maintain Text in Infotypes (con’t) g2

1. Enter the Transaction &
Code PA30 _ Menu_Edit Favorites Extras _System
in the command field & w0 l QE ¢
2. Click & (Enter) SAP Easy Access
3. Enter the employee’s ,
Persennelno. L SR R

A Mardom HR Master Data

4. Select Planned Working = i
Time (0007) on the Time [ =5, 1

T Perwven IEB] Oer of Lo £ incoatees BOUTaz O Ferzwan

Recording tab Fikmasa 838 WIAE Agmrervem E13en s BN Eopdies Bt Acbe
5. Click # (Change) to N ——————
change the record | e ol Vv el
Avumy Cuen ) J::'-:—
I  oiiai e s
L T Gt Le DL p
seamtsan R D Lamnt Vom
* T Qwids Cumparnten sl [ Cresee l
| Dwewe S| —

. :
m s =
ow -




# 3 Maintain Text in lnfotypes (con’t) s

6. From the Menu bar,
click Edit and then
Maintain text

7. Enter noteworthy text

8. Click & (Save) to save
your entry

9. Once saved, the
(maintain text) icon will
be placed on the
infotype




HRMS Activity

Maintain Text in Infotypes -
Page 9

94




Reports
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Reports in HRMS

HRMS reports are available across functional areas
to allow you to:

= Access reports and data that relate to business tasks
performed within your role.

= Process information quickly to support decision making.
= Take a snapshot of data for your agency or sub-agency.

= Data displayed in reports are filtered to be unique to
each agency or sub-agency.

)
b

|

Il

—
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v" Your role in HRMS determines your access to reports and
data that relate to business tasks. Not all “Inquirer” roles
have the ability to run reports.

v" For example, the Department of Transportation is only able

to run reports that include data belonging to their
employees, not other agencies (such as Department of
Natural Resources.)

v" You can add reports to your favorites menu.

Instructor: Ask participants of other examples when reports
might be run.




97

Reports in HRMS
There are three basic types of reports:

Standard reports (begin with an S)

* |ncluded with the SAP software and meet Washington State's
general business needs. (Standard reports are also referred to as
“SAP Standard" reports in HRMS materials.)

Customized reports (begin with ZHR)

* Created by the HRMS Project Team specifically for Washington
State's business needs.

Business Warehouse (BW) reports

* Provides end users the ability to develop ad-hoc queries.

= BW reports will be discussed in the “Business Warehouse" course.
(Visit the following website for more information:

http://www.dop.wa.gov/HRMS/CustomerSupport/Business\Warehou
se/Default.htm )

v Standard Reports begin with a S in the transaction code.
v' Customized Reports begin with a ZHR in the transaction code.

v Business Warehouse Power users creates ADHOC queries. There
are canned queries available as well to BW End-Users.

v' Business Warehouse Training is separate from HRMS functional
courses. End-Users check the website for self-paced training.
Only Power Users attend formal training. Your agency assigns the
different BW security.

v' SAP reports are “Real-Time” data while BW is based on stored
payroll results.




Reports in HRMS

Key Features and Benefits:

= Ability to view reports on demand.
* View online or choose to print.

= Customize for type of data you want to
view/generate.

= Ability to export and manipulate data.
= Most information in real-time.

98

Introduce the General Reporting job aid.

Remind participants about the HRMS Reports section in the
OLQR

v" You are able to view data for any time frame.

v" View information for a certain employee or for the whole
agency.

v" Not limited to the number of selections.
v" You can make several entries.

v" Once the results are displayed, the report can be
manipulated/revised even more.

v Option to print as many copies.
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Accessing | Viewing Reports
Your role determines which reports

you can access and the data that
displays within the report.

Menu Edit Favontes Exlr;s System u.lp ‘

1. From the SAP Easy Access
screen, type the transaction
code in the Command field.
(e.g. ZHR_RPTTMO084 —
Attendance System Change

P (3 Cross-Application Components

Report ) b (3 Logistics
2. Click & (Enter) to start 4t SRS
transaction. b O Information Systems

b 3 Tools




Accessing | Viewing Reports

100

ﬁ?;ﬂu:r"?ig"m’“"’fﬂp Thie DO R

‘J’»{vlllhl‘r}(,l Qrsmn Change ﬁwo:'

3. Select the criteria for your EEEl

e L | § e |
report. o B R
. i ;\nvﬁw O twe
= Period (time frame) ey —
= Selection (personnel P
number, personnel area, | =eem
etc.) sy
s Dawrent wen
* Quota selection
(additional selection area) rz;-‘-'-- |
o e ™ e
4. Once selected, click @ T — e
(Execute) to execute the m—]
report. ]
ll.=l—=
(s vmn

HR —
ot Ser ben
.. -




Printing and Variants

101




Personal Printing Settings

» End users will need default print settings established
on their computer profile to enable printing from their
local printer.

= |fthe settings are not established on your computer, your
print job will go to the system spool and will not print.

* Work with your agency's Help Desk or IT staff to
establish your default print settings.

I... va....l.a;
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v" Refer to Job Aids




Printing Reports

1. From the menu
bar, select List

Select Print

The Print ALV
List window =
appears,
confirm the
correct printer
is selected.

4, Enter number
of copies

5. Click#

(Enter) >

‘ Atte

3
»uu Eat Goto ews Settigs  Systam ey
€ Pont peaviow coesef0 SE@Q QI OO0 R
A e Report
¥ Ly

. Empot '

Exnt
»|—State of Washington - HRMS

Once you have executed a report and have
viewed the results, you can choose to print a

copy.

Sht+F3

ndance System Change Report

OWAMVIE

Ot Denvice
WASows (eries

LOCL [EFmrt.ena prowe Sapge
CO0SPch 2000 a

Nurer of cogens

e clyopm

WP
L3Pt o poge s e
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Report Variant
* AVariant is a report where one or more selected criteria is
saved as a parameter.
- Use variants to access frequently used/common reports.
- Eliminates redundant data entry.

* Once you have accessed a report you are able to save a
variant.

= A list of statewide variants is located on the Customer
Support page by selecting HRMS Resources.
» Statewide Variant List: DOP created this list to assist agencies

in identifying statewide variants. The spreadsheet has several
worksheets. The first worksheet lists ALL statewide variants.

Note: Be sure to review state-wide variants
(swv) before creating new ones.

l... JN‘—-I-A;
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Createl/Save a Variant
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Creating a Variant
=

Tocreate aVarianta [ Tlig caa
report transaction code b E————
is required. SAP Easy Access

+ Enteratansacton 8|03 &) [ )21 [~ [ ]
code in the Command
field. P O Favorites

<
= Click & (Enter) to start ? EA%::::U
the transaction. b (3 Cross-Application Components
P (3 Logistics
P (3 Accounting
P (O Human Resources
b (3 Information Systems
P (3 Tools




Creating a Variant

You must select fields (criteria)
in order to save the variant.

= For this example we will select
fields in these areas:

* Selection Criteria
= Program selections

There is no minimum or

107

lLg
Q:m £ See Rguss e

L)
[IRC0e QN nous DO e

Action Report ____
BISIE] o oxancsss |5 Sawe vk |
|Potd

Brpeing Perod Fosy

o

maximum number of criteria

you can use to create a variant.

The more criteria used the

more specific the report; less

&l | | {ale)

criteria, the more general the

report.

Refer to Variants_Create and Retrieve in the OLQR

m




Creating a Variant

In this example, a variant will
be created for the Action
Report (ZHR_RPTPA457).

Used to identify all new hires
in the agency.

Add entries in the Selection
Criteria area and Program
selections area.

* Personnel area

1110 - Dept. of Personnel
= Action Type

UO New Hire fo U6 Re-hire

m

Ll g
Begwn £ G 51""' *e
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- S i@ 000 DIk Ehlc O o

] Action Report
IO 0 oupreter [0 Tawch ling

|Fone =

Reponeg Perod Tosey By |

[ Ging.
Rersonne e




Saving a Variant

1. To save the report with your selected criteria, on the Menu Bar click
Goto - Variants = Save as Variant

=
Emgum Edit Qolo sttem Help

I
Action Repo '
Selection Screen ﬁe!p

CEEEDR ..

Get... Shift+F5
Display
Shift+FG | Delete

s A

109

Note: You can also use [Ctrl + S] or click [}

(Save) to save a variant.

lu— ul! .4.|.

v Itis recommended to save variants using Agency code first, then

naming convention.

v' Ifthere is a Statewide variant, there is no need to re-save the
variant for your needs, just change the Business Area and/or date.




Saving a Variant
2. Complete the

Variant Name
and Meaning
ﬁelds Vanart Nane 140 (09 133
= @ 1148 O Nem|
3. Click Entﬂr) i Teew e EE3
to validate the
30ndy b Bach Procedsng
data e ]
4. Click H(Save)to — Caimwe=omm
save the data | m s

CHEES 100 SN SEReN
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You will return to the

report page

@ Variant 1110 DOP NEWEE saved )

The variant was saved.
Note the message in the status bar.

Tip:

Clicking the Protect
Variant box will help
ensure that no one will
save over your variant,
This is optional.




Retrieve a Variant

1
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Retrieve a Variant

1. To retrieve a variant from the report screen click Goto =
Variants - Get

=
Evo_gam Edit Goto System Help
|§ | [¥asate

acti Monr Varia | Display...
ActionRepa-— A | Display
v S_e_!pchon Screen Help Shit+FB Delete L

E@E ABOC“ g3 | Save As Vanant,, Ctri+8 [

Note: You can also click Shift + F5 or click @ (Get Variant)
button to retrieve a variant, =i
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Retrieve a Variant

2. Click ® (Execute) to
search for the variants
you created.

2. Remove your user name
from the Created by field to

see all variants created. E'ﬁﬁ;’ll’%!‘&[:‘jﬂﬂﬁmm.ﬁﬁﬁ‘mi :
3. Apop-up box providing a Variare catsiog 1f GXUGram AQZZZYE, PAsesess 2R RPTOAST
list of variants appears. vanuotnsme  5no descrpton ]
. v I | T a
Double-click on the variant | |cessiee rem oo e 1em el
report that you want to e NS el
retrieve. Or click once on 1000TRACY ~|Acbon Repor

. 8 1070 GMAP |Action Roport for Patti GMAR
the variant name, then click | | iomwuew stare 'new:m.eu -

Choose) to bring your | [ 27 SR
selection into the report
screen.

[l »> 325 5>
(o1 ] I— (¢

g
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Retrieve a Variant

3. The variant (with the saved selection criteria) will display within the
report fields, click @& (Execute) to generate the report.

el N— . e
Prior to clicking @ (Execute) L aecen Jnms
you can add additional selection EJSEET twmin i aniiet
criteria if needed (suchasan "= o
Effective Date of Action [date '
range]). e =
Lregtyvent Dt
+  Adding selection criteria will —mr e w12
not change the saved R
variant settings. Thisis for
a one-time selection. S o - =l :a
* To keep the additional rovry =y
criteria selections, resave 2 540 U
the variant. ;

lu—!B.
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Retrieve a Variant

* The requested report is generated based on the selection criteria
outlined in the variant.

= At this time you would verify the report information and utilize the

report as desired.
u "1
ActionRepon I
o r‘ u BPAEE Lo 8 - . 118
A IR . |
[RRfo Jen i Py oo i L.u.....u o Z! ‘

of \mwm
WS i3 z "nmmm 12319399

: OA01/2006 12/31/9999

70091799 HUMAN RESOURCE CONSULTANT 3 1001/2008 | 12/31/9399

71001239 HUMAN RESCURCE CONSULTANT 3 DAMI2008 1231/3333

| T00B4258 WS BAND 2 OW162006 123170999
| 70081933 CUST SVE MGR 4 032372008 12/31/3339
L TOOS2C0OMMSBMOZ 092212006 1273179999
T0031825 HUMAN RESOURCE CONSULTANT 1 0R21/2008 | 12/31/2999

£5 &fsgls'ﬁ‘sfs‘s




Export a Report
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Exporting Report Data

Once you have run a
report, use the
menu bar to export
data.

1. Select List then
Export to selectthe A

A

Pont preview

Ennt

§ond}o
Ean

Shit+F3

type of file you want [personnel area TPersonnel Sutares o

to create.

{Dept of Persan... (WMS

WMS
Non Represented

17

=
st Ede Goto Views Settings System  Hel
' cuieshiteF10 DA QMK D088
Clri+P
Crystal Reports batch printing

Word processing. Cal+Shit +F8
Spregdshest
Cul+Sha+9

Loc# file

Crysial Repons File
Copy URL 10 Capboard
ML Expont

Sha+F1




Exporting Report Data (con’t)

2. |If you accept the default
format - Excel (in MHTML
Format) then, click
(Continue) [v|move to the
next step in exporting the
report results.

3. Ifanother format is
needed click on All
Available Formats to
choose your desired
format.

MHTML is short for MIME

HTML which is a web page
archive format.

m

[Esshic sprassan &

Famals:

®Excol (in MHTVL ¥ oomar)

T 5itw Ofice B Caks / Opanfice o1g 20 Calc
O AN Avalabie Fomas

1] ]

[ Aways Use Salactad Fomit

i 00
vix] '
= Swect Spreatstent
[ Fommats:
| O Excel fn MWL Fromat)
| © Stur Offics 8 Calc 1 Opmivo¥ice oy 2 Cake
| @Al Avstlable Foomats

[Excel (i MHTML Format Tor 2000/97)
Stee Omce 0 Cak 7 OpenCimice ong 20 Cax
[Excel {in OMmce 2009 XML Format)
{SAP-Intemal XML Format

Excel (In Extsting 4. Format)

e
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Exporting Report Data (con’t)

| Save s 5@
If the Excel (in oo somwonc 3 |85 B el
MHTML Format) [ 35AP_Cache_PattyP gm'*“:-g:-g-gﬁ
b K gy g
was selected. : ok g 3 sapfewdt_01_0006_00_28.
12_Devza.tre sapfewdi_01_0007_00_24
: MpRecert Dee | ot 40143501476t GRS AP ton '
1. Identify the fooiergardbo g okl
location to save ;gg;-g; e
| e
the file and the file | Desyp | [rk02m0 p2ssz e
name ~ ric03a0_0G10.b¢c
£ » ric02980_(G640.5c
,’] rk03158_03336,rc
2. Click E mwm_ax.omx_oo_m_xm errire
Decisrents 031 D001 _00_4004_1224 srr fr
(Savem "&'— ww_ox_m,m,masz.v:
save the file.




Exporting Report Data
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"" B9 Q)5 test for upgrade - |
The format that you ~ roes | bmast Page Layout Fovrvelas Dute Foram Viom Dwenbapm Adu Inf
previously LR s AW ] | e Seners
y -

selected (ex: e Bs g S A (EE R Y et S w |
Excel) will open .. . i = o j——
displaying the — Gk m--gq_:n,m‘_b, : ~ i
report resu"s' k"«‘l’uumdhu |Pooﬂulsmnlm % |Jlb

2 Dept of Pervornel WS 97 WIS BAND 2

3 Dept of Pursorne \WMS "4 71000078 VWMS BAND 3

& Dogt of Porsornel Non Repraserned 52 T0IG1820 EMPYAST PF EX SU

5 Doft of Frpornel Non Regraserred 34 'TOI81793 HUMAN RESOURCE CONSULTANT 3

% Dept of Porsomnel Mon Roprosarted 53 71001233 HUMAN RESOURCE CONSULTANT 4

7 Dept of Pwnsornel WS 34 T0I84254 WMS BAND 2

B Degt of Pessarnel Nen Regrasermed 34 70081802 CUST SVS MOR 4

5 Dept of Porsomnel WMS " 0084260 WME BAND 2

10 Dot of Pregornel Non Represarted 54 70031825 HUMAN RESOURCE CONSULTANT 1

11 Dapt of Passomnal WS "4 "Y0005aTE WS BAND 2

12 Degt of Pery HNan R % o) HUMAN RESOURCE CONSULTANT )

12 Dugt of Passomnel Nen Ragraserted 34 T0284256 HUMAN RESOURCE CONSULTANT ASSTISTANT 2

14 Dogt of Pocsornel Naon Rogresarted " :;mz!.r HUMAN RESOURCE CONSULTANT 4 g

1 [ W 2




Stopping a Transaction

1. To end a report before it
has completed, you can
stop the transaction

2. From the Menu bar
click the square in the
uppermost left corner

3. Click Stop transaction |

List Edit Goto Views
Restore

Minimize

Close Alt+F4
Create Session

Note: Once selected, you will be taken directly to

the SAP Easy Access screen.

- o -

121




HRMS Activity

Exporting Report Data
Activity — Page 12
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Section Review

1. What are the 3 types of HRMS reports?
Standard
Customized

Business Warehouse

2. What determines your access to certain reports?

Your role determines your access to certain HRMS reports.

S

‘ :{ Allow the class time to write out the answers to the review

guestions before displaying/discussing the answers.
Answers:
= Question 1:
* The three types of HRMS reports are:
= Standard
= Customized
= Business Warehouse reports.

= Question 2: Your role determines your access to
certain HRMS reports.

(=2
g What questions do you have before we move on to the next
topic?



Inquiries and Practice
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Inquiries and Practice

When you get back to your office, take the opportunity
to complete more activities that bring together the
concepts that you have learned in HRMS Basics
training.

Use the Practice Activities that are in the Activity Guide
along with the additional activities at the end of the
Activity Guide.

+ Activity 8 - Viewing Employee Information

+ Activity 9 - Viewing Basic Payroll Information

l..- I.‘ ~....I - .L
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Inquiries and Practice

As you complete each activity remember that these additional
resources are available to assist you:

" HRMS Job Aids

* HRMS Training Guide
= HRMS Activity Packet

126




Question and Answer
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make sure that all questions from the parking lot have been
addressed or will be followed up on.

Instructor — At this time answer any un-answered questions and




Resources

Department of Personnel's ISD Help Desk
(360) 664-6400

email: helpdesk@dop.wa.qgov

The On-Line Quick Reference (OLQR)
Online at: http://win-shrweb.dis.wa.gov/olar/navi/index.htm
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Training Evaluation

Please take a few minutes to complete the course
(2 sided) evaluation and participant assessment
prior to leaving.
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Thank you

for your
participation
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